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Purpose

Use this procedure to adjust the Date Specifications infotype (0041) after updates in HRMS
affect Date Specifications or an employee was on Leave Without Pay (LWOP) for more than 15
consecutive calendar days except when the leave without pay is taken for:

e Military leave of absence without pay as provided in WAC 357-31-370

e Compensable work-related injury or illness leave

e Government service leave not to exceed two (2) years and one (1) month

e Educational leave, contingent upon successful completion of the coursework; and/or

e Voluntarily reducing the effect of an employer's layoff

Trigger
Perform this procedure when:

e There are updates in HRMS to various date specifications - for example; Periodic
Increment Dates (PID), Seniority Dates, Appointment Dates.

e An employee was on Leave Without Pay (LWOP) for more than 15 consecutive
calendar days.

Prerequisites
e Employee was on leave without pay for more than 15 consecutive calendar days or
updates are required to dates in HRMS.
Menu Path
Human Resources - Personnel Management - Administration > HR Master Data ->
Maintain
Transaction Code
PA30

Helpful Hints

In HRMS, when an employee receives a periodic pay increase, that date in the Next Increase
field will no longer be displayed in the Basic Pay infotype (0008). Use this procedure to update
the Date Specification for a prior Periodic Increment Date (PID).

After there have been adjustments to service dates, use this procedure to update the date
specifications.

Leave accrual rates are determined by the anniversary date or unbroken service date; consult
WAC 357-31-165 or Agency Bargaining agreements for specifics.

For rules about adjusting Date Specifications, refer to:

e WAC 357-31-345
e WAC 357-46-055
e Agency bargaining agreements
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The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

ﬁ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning

® Action: If an action is required, perform the action. Otherwise, click

Example: @_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

& (Enter) to proceed.

Confirmation & _
Example: Save your entries.

o or @ Action: Perform the required action to proceed.

Related Procedures:

Next Increase Date Create
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Procedure

1. Start the transaction using the above menu path or transaction code PA30.

Maintain HR Master Data

V) |< HISe@ae 20 R aha8  EE @B
Maintain HR Master Data

D2« @2

Find by

< % Person
[ collective search help
[ searchterm
[ Free search

Basic Personal Data |

Infotype text " Period

Actions @ Period

_Organizational Assignment Fr. To
_PersonaIData O Today O currweek
Addresses a1 () Gurrent month
Flanned waorking Time O Frorm curr.date Lastweek
|_|Basic Pay O Up to Today ' Last month

I [ermriet (Elleimenis ) Current Period ) Gurrent Year

Date Specifications

FamilyiRelated Person

Direct selection
Infotype

[» | RDO (1) (201} savaphrdedei | INS g

2. Complete the following field:

Field Name R/OIC Description
Personnel no. R The employee’s unique identifying number.
Example: 20000406

3. Click .E (Enter) to validate the information.

4.  Click the gray box to the left of D@t SReCifications o select.

5. Click (Copy) to copy and continue.
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6. Perform one of the following:

If Go To
You want to add a new date specification Steps 7-10
You want to change a date specification Steps 11-14

Copy Date Specifications (0041)

g|  ald@ieee cHE anon AR @E
Copy Date Specifications (0041)

Find by 1850 [
< {0 Persan -9801 .94
MCDHEEN\I’E search help _2."91#2095 12431/9999

[l search term

M Free search Date Specifications

Date type Date Date type Date

O1 Anniversary Date 02/01/2008 02 Appointment Date 02/01/2005
03 Original Hire Date 0240142005 05 Seniority Date 0201 /2005
07 Unbroken Srvc. Date 02/01/2008 18 Prenl HolidayElghlty gz2/01/2005

[* | RDO (1) (201) 2 | ssvaphrdedei | INS 4

7. Complete the following fields:
Field Name R/OIC Description
Start R The creation date of the new record
Example: 5/16/2005
Date type R  |The type of Date Specification.
Example: 04 Prior PID
Date R The date assigned to the date type.
Example: 03/01/2005
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7.1 In the Date type field, click (Matchcode) to open the selection list.

Date type (1) 128 Entries Found
Date type (13 128 Entries Found

Restrictiong |

[ N
EIEEA SR
oT“patewe |

DT “ Date type

01  Anniversary Date
02  Appointment Date
03  Original Hire Date
04 |Prior PID

05 Seniority Date [ |
06 Separation EF. Date

07 Unbroken Srec. Date
0g  Wms Review Date

10  lllnessiemplyears

11 Person group entry

12  Commission Date

13 Commission Tenure Dt
14  Other Agncy Comim Dt
15 Length of service

16 JEY Begin Date

17 JEV End Date

18  Prznl HolidavElahlty

19  OriginalCommissionDt
1K Eligibility 401K

128 Entries Found

|[«1[»]

[l

7.2 Click the appropriate Date type to select.
7.3 Click (Copy) to accept.
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Copy Date Specifications (0041)

gl B ee@ DHB O0O8 M@
Copy Date Specifications (0041)

P | P e = 1 Y FPersonnelNo. 20080486 Name  Test Sarah
Find by —D
= {0 Person

{H Collective search help 05/16/2005

{Hl 5earchterm
{Hl Free search

Date type Date Diate type Diate

01 Anniversary Date 02/01/2008 02 Appointrnent Date 02/01/2005
03 Original Hire Date 02/61/2005 05 Seniority Date 020142005
07 Unbroken Srec. Date 02/81/2005 18 Prsnl HolidayElgbity 02/01/2005

04

7.4 In the Date field, enter the new date.

State of Washington HRMS
File name: Version: SME Approved Script SAP Parent
DATE_SPECIFICATIONS.DOC Last Modified: 12/19/2008 9:42:00 AM Page 7/11
Reference Number:




Title: Date Specifications - Maintain
Processes :
Sub-Processes :
HRMS Training Documents

Copy Date Specifications (0041)

gl == 0 2iBe@e CHE DO AR @
Cépy-Date Specifications (0047)

= = EE B Personnel o, | 20000405 MName Test Sarah |
w galrlEdl=lal — T EEGrou ©

= {0 Person

[l Collective search help 051642005 [ca) 12/31/94999

[l 5earch term
[l Free search

Date type Date Date type Date

01 Anniversary Date 02/01/2005 02 Appointrnent Date 02/0142005
03 Original Hire Date 02408142005 04 Prior FID 0300142005
A5 Seniority Date B2/81(2005 07 Unbroken Srvc. Date B2/A1/2A05
18 Prsnl HolidayElghlty 0240142005

8. Click (Enter) to validate the information.

9. Click .i (Save) to save.
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Copy Date Specifications (0041)

gl 00 i BEIeGe I CHE D0L8 BEIQE
Copy Date Specifications (0041)

Find by 1856 [l

= {0 Person

[l Collective search help 51642005 [tz 12/31/9999

[l 5earch term

[l Free search Date Specifications

Date type Date Date type Date

01 Anniversary Date 02/01/2005 02 Appointrnent Date 02/01/2005
03 Original Hire Date 02708142005 04 Prior PID 03/01 42005
A5 Seniority Date 82/01f2005 A7 Unbroken Sric. Date B2/01 /2005
18 Prsnl HolidayElghlty 0240142008

OSaveyuuremries [ | RDO (1) (201) P2 ssvaphrdedei | INS 4
= 7

@ If the employee has been on LWOP for more than 15 consecutive calendar days, you
need to adjust the following dates for the employee:

e Anniversary Date
e Unbroken Service Date
e Seniority Date
If the employee is part-time you will need to adjust the Seniority Date.

Consult WAC 357-31-345, WAC 357-46-055, and your agency’s bargaining
agreements to determine how to adjust the dates.

10. Complete the following fields:

Field Name R/O/IC Description
Start R The creation date of the new record
Example: 5/16/2005
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Field Name R/O/C Description

Start R The creation date of the new record
Example: 5/16/2005

01 Anniversary Date R The date assigned to the Anniversary Date.
Example: 02/17/2005

05 Seniority Date R The date assigned to the Seniority Date.
Example: 02/17/2005

07 Unbroken Srvc. R The date assigned to Unbroken Srvc. Date.

Date Example: 02/17/2005

Copy Date Specifications (0041)

J B IGa@  DERE S0 a EE @
Copy Date Specifications (0041)

Find by 1050 i
< @ Person ona1 | 04
moo\lective search help _DS.*1BI2DDS 12431+9995

(Kl searchterm

(i) Free search
Date type Drate Diate type Diate
01 Anniversary Date 02/17/2005 02 Appointment Date 026172005
03 Original Hire Date n2/e1/2ees B4 Priot PID 03/01/2005
05 Seniority Date g2 72005 07 Unhroken Srvc. Date 0241742005
18 Prenl HolidavElghlity g2/e1/2085

(1) Record valid from 02/01/2005 ta 12/31/9999 delimited at end b | RDOD (3 201y P2 ssvaphrdedei | OVR 7

11. Click (Enter) to validate the information.

12. Click H (Save) to save.

@ The system displays the message, Record created.
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13. You have completed this transaction.

Result

You have updated the Date Specifications infotype (0041).
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